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.ESTABLISH DISPQSITION STANDARD; 
@ RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATION; 

. .  

Providing central  personnel functions for the s ta te  , domty, inst i tut iohs and vaxious 
projects. 
interviewing , certif ication , records transactions , leave maintenance '.and cer t i f icat ion,  
payroll certif ication, records maintenance and employee benefits. Coordinate personnel 

The Personnel of1"ice provides services of position estabtblislmqt, recruitnent, 
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* These files w i l l  be cut-off every ~ ~ . -  f i f t h  calendar .year..  . . 
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13. Is t h i s  the Record Copy OF t he  se r i e s?  

14. Is there  a duplication of t h i s  series 1 i n  another o f f i ce  o r  agency?, PaTtial in 

15. Is the information contained i n  t h i s  s e r i e s  ever summarized o r  published? 

16. Does the  s e r i e s  contain c l a s s i f i ed  information requiring securi ty  handling? 

Merit System 

. .r-. 

17. Does the  series document pol ic ies  and procedures of  agency's operation or  function? w [ ]  
- 

18. Could the  function be performed i f  the  f i l e s  were l o s t  o r  destroyed? 

19. Is the  series ( o r  major portion of it) regularly microfilmed? If yes ,  why? 

21. Does the record s e r i e s  coniain documentation produced as EDP printout? 
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22. Is the  series affected by Federal o r  grant funds? Dl [ I  
23. W i l l  t here  be a need f o r  these records 10 15 years f rom now? If yes what? 11 w 

L. 

0 20. Does the  record se r i e s  provide data as input t o  an EDP f i l e ?  

24. REQUIREMENTS. The following requires the f i l e s  t o  be kept 7 y ears : 

a. [ ]STATE b. [ ISTATWE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  b1ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute ,  or other reason for the retent ion requirement) 
When making administrative decisions, it i s  scrmetimes necesszry t o  reconstruct 
a personnel situation which has developed i n  a county department, over a long period 
of time. -. __I 

25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t he  f i l e  se r i e s  be cut of f  at the end 
of each#brlCAlENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

A. []Destroy immediately a f t e r  cut of f .  
' 

B.HHold i n  current f i l e s  area month(s)/ 2 y e a r ( s ) ,  then: 
1 k b ' s t r o y -  pry ;year, aestroy-the- oldest - -  year) - 

2 []Trans e r  t o  recorb-center ;  hold - - y>ar(s),  then: 

b [ ]Transfer h i s t o r i c a l  lpaterial  t o  Archives ; 
a []Destroy. 

destroy remainder. 
3 [ I ~ e s t r o y  a f t e r  audit ( o r  y e a r l s )  after audi t ) .  .. C. []Hold i n  current f i les  area indef in i te ly .  

D. []Hold i n  current f i l e s  area year( s )  then t r ans fe r  t o  Archives permanently. 
E. []Other 

(Indicate brief ly  rationale for recornendations above/or write additional remarks) : 

i n  Paragraph  2 5  


